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INDUSTRIAL ARTS INDEX 


An analytical index to more than sixty periodicals and many de- 
partmental bulletins devoted to trades and manufactures, mining and 
metallurgy, lighting, heating, ventilating, etc. 

This Index is to scientific and trade periodicals what the Readers’ 
Guide to Periodical Literature is to periodicals of a general nature and 
it is published to meet the requirements of Special Libraries and all 
students wanting up-to-date information on subjects of a technical 
nature. 

A recent number refers the reader to 11 articles on Coal Testing; 
30 articles on Dies; 39 articles on Fire Protection; 63 articles on 
Scientific Management; etc., etc. 

All articles of importance in a well selected list of periodicals are 
indexed under as many subject headings as the contents demand and 
much use is made of cross references to direct the searcher for in- 
formation to all sources where material may be found. 

Free sample copy and full information supplied on request. 


THE H. W. WILSON COMPANY 


WHITE PLAINS, NEW YORK 











THE SPECIAL LIBRARIES ASSOCIATION 
Organized 1909 


to promote co-operation among special libraries and individual 
specialists. 

The Association publishes SPECIAL LIBRARIES, every 
month except July and August, containing articles, reviews, notices, 
referencess of special significance and in each issue, one of more 
bibliographies prepared by specialists. 

Subscription price, $2.00 
Address, Secretary, 93 Broad Street, Boston, Mass. 
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PUBLIC AFFAIRS INDEX 


At the Kaaterskill Conference of the Special Libraries Association, 
a group of special reference librarians outlined a co-operative plan for 
collecting information regarding new publications, pamphlets, docu- 
ments, bibliographies, typewritten materials, etc., of special interest to 
legislative and municipal reference libraries. The plan was put into 
operation under the direction of John A. Lapp, of the Indiana Bureau 
of Legislative Information. Fifty institutions co-operated, each of 
whom subscribed to this co-operative service the sum of $25.00 for the 
first year. During the year a weekly mimeographed bulletin was sent 
to the libraries subscribing, all of whom pronounced the plan a com- 
plete success. However, the fact that the mimeographed sheets could 
not be cumulated left something to be desired in the method of publi- 
cation. A plan has therefore been evolved by which the legislative, 
municipal, reference and other large libraries interested in public 
affairs are subscribing $100.00 a year to a fund which is to be used in 
the compiling and printing of a similar index which is to be issued 
weekly, and in a bi-monthly cumulated form, the last cumulated bi- 
monthly issue constituting an annual number, and covering of course, 
in one alphabet, the record of an entire year. The service is to be 
broadened and much enlarged. Books and contents of periodicals will 
be indexed in so far as relates to the field of the index. ‘The bi-monthly 
index will be supplied to libraries who are not regular subscribers at 
special rates. 


Public Affairs Information Service 


In connection with the publishing of the Public Affairs Index it 
is proposed to search out and secure for headquarters use one or more 
copies of all items of value. 


We shall make it a part of our plan to secure the sending of val- 
uable material to our subscribers immediately on publication, thus 
saving each subscriber the necessity of individual correspondence. 
Material that cannot otherwise be conveniently secured by subscribers 
will be loaned from our files. 


It is agreed that all revenue received from subscribers during two 
years will be expended in the direct expenses of the service. 


For circulars and complete information address 


THE H. W. WILSON COMPANY 


WHITE PLAINS, NEW YORK 











SNEAD STANDARD STACK | 


A bookstack realizing all the principles of modern stack 
construction and offering every advantage to efficient library work. 


WITH uprights of selected, grey iron castings, neatly moulded 
from well designed, clean cut patterns and sand blasted, ground 
and finished to obtain the best possible result. They extend the | 
full width of shelves, supporting the latter at all four corners. , 


WITH shelves of the Snead Open Bar construction, quickly 
interchangeable at intervals of about one inch, which lock in place | 
by gravity and have no end brackets or loose adjustment parts. 
Shelves cannot rattle, their flexibility insures support at all corners. 


WITH a finish, on all fixed parts, of aluminum bronze or light- 
reflecting, air-drying enamel which may be renewed with the 
stack in place. And with a finish, on all movable parts, of black 
semi-gloss, rubber japan baked in ovens to give a smooth, hard 
and elastic covering. 





WITH a compact design which gives a maximum book storage 
capacity, greater than any other form of standard stack. 





WITH all parts of the stack incombustible. 


WITH an open construction of uprights, shelves and deck floors 
which eliminates all hollow spaces and inaccessible dust collect- 
ing pockets which harbor vermin, and permits of thorough fumi- | 
gation by germ destroying gases; a construction which permits of 
thorough heating and ventilation of the stack room. 





SNEAD Standard Stack can be adapted to almost any purpose 
and always presents an appearance architecturally beautiful. 


| | Catalog on request Correspondence Solicited 


The Snead & Co. Iron Works, Inc. 


(FOUNDED 1848) 
JERSEY CITY, N. J. TORONTO, ONT. 
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Organized Information in the Use of Business 


By John A. Lapp, Director, Indiana Bureau of Legislative Information. 





About a year ago a writer in a popular 
magazine described the uses which one 
large concern has for organized informa- 
tion for its business. This concern—the 
Simmons hardware company of St. Louis— 
by a system of getting and tabulating facts 
of value and by keeping in touch with in- 
formation of all the factors affecting its 
business is able so to organize its purchases 
and plan its selling campaigns that the re- 
sult is a maximum of efficiency. The ex- 
ecutives of the company are able to make 
their plans with the precision of a military 
organization. Before them in _ tabulated 
form are charted the points of attack and 
the difficulties to be encountered. They are 
able to proceed upon the basis of correct 
information concerning the territory cov- 
ered, the needs of the people and their rela- 
tive ability to purchase. All efficient busi- 
ness houses do this in a way, but not with 
organized precision in collecting data and 
making it available. This is efficiency of a 
high order and it redounds not only to the 
success of the concern but it gives preci- 
sion and individual power to the employees 
and salesmen. 

The idea of organizing information for 
the managers and the men who are doing 
things, has been widely applied within very 
recent years to varied lines of industry and 
business and with pronounced success. Or- 
ganized information is now filling a place 
effectively in some concerns which was 


either not filled at all in the past or was 
filled by the extraordinary ability of single 
executives who carried the knowledge in 
their heads as a personal asset temporarily 
loaned to the company. 

This new development of specialized 
means for collecting and classifying useful 
information has been an inevitable result 
of industrial and commercial growth. It is 
the same necessity which brought forth the 
legislative and municipal reference bureau 
for the service of governments. When the 
processes of industry were simple and the 
market restricted, when competition was 
negligible, precise methods of business were 
less important. Profit was had by keeping 
up the price. The “rule of thumb” was the 
only guide of business. But in the changed 
conditions, the managers of industry must 
use keener and more accurate weapons and 
carry on the contest at longer range and 
with more highly trained antagonists. They 
must do it, too, with industrial plants in- 
creasing almost daily in the complexity of 
their equipment and difficulty of efficient 
management. Above all, they must grapple 
with complicated economic, social and legal 
conditions. 

The modern business man must be pro- 
gressive to keep up with the progress of 
business. He must know the new and be 
ready to adopt or reject it on occasion. He 
must be informed of the very latest facts 
affecting his business and he ought to have 
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information which will help him to penetrate 
some distance into the future to see the 
trend of things. We have pity for the 
farmer who cradles his grain, oblivious of 
the facts of agricultural progress; or the 
manufacturer whose machinery is obsolete; 
or the banker clinging to old methods be- 
cause he is used to them; or the bourbon 
in any walk of life who thinks and acts in 
terms of a forgotten time with regard to 
economics, politics, education or business. 
Everything about us is changing and it is 
a constant process and a constant struggle 
to keep adjusted to one’s’ environment. 
“Eternal vigilance” is as much the price of 
permanent success in business as it is of 
power in politics. 

There was a time when men succeeded 
by “knowing their own business” and stick- 
ing to it. There are cases still extant of 
such success. It is, however, not a safe 
theory of success. It is not success in the 
largest sense. It is more often accidental, 
temporary success—a taking advantage of 
peculiar and fortunate opportunities fer the 
time being. But for enduring success, a 
broader knowledge of one’s own business in 
its largest phases coupled with a concise 
knowledge and analysis of the successes 
and failures in similar lines and of business 
in general and a comprehensive grasp of 
economic and social progress are the re- 
quirements of the new day. 

Far-seeing business men have been keen 
to employ methods which would help them 
to grasp, to hold and to use the things 
which their business must employ to be 
successful. One of these new methods is 
this new type of organization—the special- 
ized information bureau or library. 

Of course, books have always been used 
in business, for practical purposes, albeit 
a bourbon business man scoffs at the idea 
that anyone can tell him in a book how to 
“run his business.” But mere books do 
not constitute the specialized library. In 
fact, in a good special library there will be 
few books. Instead, there will be chapters 
of books, pamphlets, figures, maps, type- 
written reports, clippings, tables, cost sheets, 
drawings, forms, catalogs, etc. and all classi- 
fied and arranged, not for display but for 
constant and efficient use. There will be 
tabulated information drawn off from the 
mass. The busy man must have his facts 
boiled down and right up to the minute. 
If his problem is one of accounting, he 
must not be compelled to study the mass 
of accounting literature, but he should find 
under the proper classification the latest au- 
thorities on his particular problem of ac- 
counting. If the salesman has a problem 
of geography, the library supplies the an- 
swer, without wasting time in needless 
search; if the machinist is confronted by a 
novel question, he can get help from the 
classified information, and so through the 
whole range of the departments. In place 


of the uncertainty of hearsay facts, is sup- 
plied the best and latest intelligence of 
thinkers and doers. 


One large user of the special library—the 
Burroughs adding machine co.—is planning 
to bring the collected data in touch with the 
men by preparing a classified index of the 
data available in its different departments 
and placing a vest pocket copy in each em- 
ployee’s hands so that he will not need to 
depend upon the chance explanation of per- 
haps poorly informed co-workers but may 
go at once to the authoritative knowledge. 


The users of the special library know 
that experience is a great teacher. One’s 
own experience is perhaps more lasting in 
its effects, but it is folly to depend upon it 
for the whole range of activity. A man has 
but a small part of the personal experience 
necessary for his business. It is not what 
he knows but what he knows where to find 
that is the true test of efficiency. His own 
experience must be tempered with that of 
others, and thereby the foundation of his 
knowledge gained by experience will be 
broadened. That is to say, that knowledge 
wherever found must be utilized if the man 
is to be efficient. Much of other men’s ex- 
perience must be gained through printed ma- 
terial and to ignore that source, is to court 
failure if not disaster. 


So vital has been the idea to business and 
so quickly have broad-gauged business men 
grasped the significance that we now have 
extensive special libraries maintained at 
considerable expense by business concerns 
for the special purpose of keeping the man- 
agement and the men abreast of the times 
and supplied with the latest and best busi- 
ness-building data. Upwards of a hundred 
large concerns have such libraries, equipped 
extensively for dividend-paying service. 
There are libraries for banking and other 
financial institutions, public utilities, auto- 
mobile manufacturing, rubber plants, ac- 
counting, chemical works, industrial re- 
search, railroad economics, life insurance, 
fire insurance, salesmanship, various kinds 
of manufacturing, retail store libraries, effi- 
ciency libraries, artisan libraries, editorial 
libraries, besides many special collections 
for special purposes. 


In this new business venture the practical 
uses of the library are disclosed. Libraries 
have existed throughout the times of re- 
corded history but for centuries they re- . 
mained mere depositories of learning. Their 
ideal was to collect and preserve so that 
the data for future students and historians 
would be at hand. 


It is related of a librarian of Harvard a 
few decades back, that, one Saturday, com- 
ing out of the library at noon, he said, with 
a sigh of relief, ‘“Every book is inside but 
one, Agassiz has that and I am going after 
that now.” Such were the uses of collected 
knowledge! 
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In the days when material was in manu- 
script and copies were rare, much care was 
necessary to prevent loss and there are li- 
braries today filling the role of preservers 
whose chief function it is and should be to 
get and hold the priceless documents of 
history. Such, however, is not the proper 
ideal for very many libraries, and certainly 
not for the practical business library. Use 
is the new note which has been struck in 
these times when a mass of practical litera- 
ture has been created for almost every line 
and stands at hand ready to pour out its se- 
crets to the worker who will seek to know. 
The library for business preserves only to 
use and therefore only that which it can 
use. 

These practical libraries for business are 
intended for the doer as well as the thinker. 
They are intended to focus the knowledge 
and experience of thinkers and doers at the 
point of attack and by their force to solve 
practical problems. By these means is ef- 
fected the translation of the potential knowl- 
edge stored up in printed materials into the 
actual products of mind and skill. 

Some of the big public utility companies 
maintain specialized libraries to collect and 
put into the channels of use, information of 
the progress of the industries in their en- 
gineering, legal, chemical, accounting, eco- 
nomic, business and other departments. The 
library brings simple facts as well as the 
researches of many minds in many lands to 
the man with a problem. It tells how a 
thing has been done. It enables the man to 
attack his problem guided by other men’s 
experience as well as his own. He may 
begin where the others have left off. 

Not only must the problems of the op- 
eration of the plant be solved but the large 
economic, legal and business aspects in- 
volved in their relation to the public must 
be studied. Here the library plays a title 
role in serving the managers of the institu- 
tion. There is scarcely a problem of any 
sort but somebody, somewhere, has given it 
thought and perhaps found its solution. Al- 
most every subject has its special literature. 
The library brings this out and this litera- 
ture into action. 

The extensive libraries of the United gas 
improvement company of Philadelphia, Stone 
and Webster of Boston, Henry Byllesby com- 
pany of Chicago, the People’s gas light and 
coke company of Chicago, the Public Serv- 
ice commission of New York City, the Bu- 
reau of railway economics of Washington, 
and of numerous gas, electric power, rail- 
way and light companies, are a substantial 
evidence of their value. In the same field 
the libraries of the American telephone and 
telegraph company stand out perhaps as the 
most. comprehensive and useful and the 
most used collection of business data in the 
country. The business of the company is 
nation-wide and its interests in progress are 
world-wide. Six special libraries are the 


collectors and conservors of the Company’s 
data. There is a legal library which seeks 
to keep in close touch with laws, ordi- 
nances and legal discussions; an accounting 
library devoted to the multitude of needs for 
this important part of the comany’s activi- 
ty; an engineering library with specialized 
engineering literature in which the most 
intimate knowledge of the cities of the 
country and their probable development is 
collected; a government ownership library 
where every fact and discussion bearing on 
government ownership is preserved; a li- 
brary of foreign statistical information 
showing the progress of foreign countries in 
telephony and telegraphy and lastly a li- 
brary of Commission research in which is 
gathered the laws establishing public utility 
commissions and the findings, decisions and 
rulings of the commissions and of the Inter- 
state commerce commission. 

Another department of business where the 
library plays a big part is in the financial 
institutions. Typical of these may be given 
the extensive activity of the National city 
bank of New York in gathering data and 
making it work in the service of the bank. 
The bank must feel the pulse of the coun- 
try and it needs finely adjusted machinery in 
order that the test shall be accurate. Hap- 
hazard methods will not do. Hearsay evi- 
dence may not be relied upon. The bank 
must have the actual facts. The library gets 
the facts from all sorts of published sources. 
It clips newspapers, magazines, reports and 
secures much data by personal correspond- 
ence. It studies the activities of the bank 
and anticipates other possible activities. It 
charts the needs and stretches its net for 
business facts and presents them. Its scope 
is equal to the scope of the bank. Any de- 
partment may get from this storehouse, the 
information which helps build its business. 

Manufacturers, too, have found the library 
a business asset in their programs of effi- 
ciency. Two distinct problems confront the 
manufacturer which he uses the library to 
attack—the mechanical operation of the fac- 
tory and the selling of the product. Effi- 
cient management requires that the very 
best mechanism be installed. In the ka- 
leidoscopic changes somebody must make it 
his business to keep the manager and men 
informed of the “state of the art” and the 
minutest details of the art. The wisest 
economy is to collect the information at a 
central point—the library—and guide it to 
the man who can use it. Often, too, the li- 
brary being on the picket line, is able to 
discern tendencies and thus help to guide 
the management wisely. 


In the selling end of the industry is often 
found the secret of success or failure. Just 
so far as a selling campaign is based upon 
and guided by accurate information such as 
the library collects, its chances are in- 
creased. The selling campaign which is not 
broadly and intimately informed has a seri- 
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ous handicap. Some of the most effective 
work of special libraries has been done in 
advertising and selling. Here their geo- 
graphic information, their collections of 
consular and trade reports and documents 
relating to state and local developments, 
crop statistics and weather conditions, trade 
catalogs and descriptive material come into 
effective service. 

As a developer of the human factor in 
business, the organized information bureau 
or library promotes personal and business 
efficiency and, therefore, national efficiency. 
Clear-sighted business sees that its success 
is promoted by the development of its hu- 
man units. Thus such concerns as the Re- 
tail credit company of Atlanta, Georgia, 
maintain a library to build up their men. 
The weakness of the man is discovered and 
the opportunity is given to correct it by 
studies of the developing sort. The possi- 
bilities of a man are also discovered and 
means for development put in his hand. 

Retail stores such as the William Filene 
sons of Boston, Marshall Field company of 
Chicago, and the National cloak and suit 
company of New York develop their em- 
ployees by giving them the opportunity 
through the literature of their work to have 
a broader knowledge of the things they are 
doing or the articles they are selling. 

To multiply examples would be fruitless 
but there is another field where the special 
library has an intensely practical applica- 
tion—the field of industrial and chemical re- 
search. In the neighborhood of Berlin is 
situated an institution known as the Na- 
tional testing laboratory. Here any manu- 
facturer may send his problems and have 
them attacked by experts. When a problem 
comes in the first test is to see what has 
been done on that proposition before. The 
literature of the subject is studied and pre- 
vious tests reviewed so that when the prob- 
lem is finally attacked in the laboratory, it 
is known that it had not been solved be- 
fore. Here, is efficiency of a high type. But 
how little is it followed by the average man- 
ufacturer! 

Mr. Arthur D. Little of Boston, himself a 
pioneer in the use of the library as a tool 
in research in industrial laboratories, said 
recently: “These laboratories should each 
be developed around a special library the 
business of which should be to collect, com- 
pile, and classify in a way to make all in- 
stantly available, every scrap of informa- 
tion bearing upon the materials, methods, 
products and requirements of the industry 
concerned. Modern progress can no longer 
depend upon accidental discoveries. Each 
advance in industrial science must be 
studied, organized and fought like a military 
campaign. Or to change the figure, in the 
early days of our science, chemists patrolled 
the shores of the great oceans of the un- 
known and seizing upon such fragments of 
truth as drifted in within their reach, turned 


them to the enrichment of the intellectual 
and material life of the community. Later 
they ventured timidly to launch the frail and 
often leaky canoe of hypothesis and returned 
with richer treasures. Today, confident and 
resourceful, as the result of many argosies, 
and having learned to read the stars, or- 
ganized and equipped, they set sail boldly on 
a charted sea in staunch ships with tiering 
canvas bound for the new El Dorado.” 

In all these companies and in scores of 
others, the library of business information 
is treated as a business asset. It has its 
place along with the accounting or the other 
departments. It pays dividends or it would 
not be a part of a business organization. By 
those companies which have used this form 
of library, it is considered indispensable. 
No better proof may be adduced than to 
quote the words of Mr. N. C. Kingsbury, 
Vice-President of the American telephone 
and telegraph company. 

“Such a library is in large measure a 
record of the mistakes and the achievements, 
the successes and the failures of the past. 
In thinking of the value—nay, of the ne- 
cessity—of a modern tibrary to a modern 
business, this question at once arises: What 
could we do without these records? We 
know what the ancients did—they groped 
about in uncertainty and darkness and 
doubt; they went as far as they could with 
logic; with philosophy, and then had recourse 
to various omens and divinations. But if 
we would decide on a wise course for the 
future we look to the records of the past; 
we weigh the successes and the failures of 
those who have gone before us, and instead 
of journeying to the oracle of Delphi, we 
naturally turn to the modern library.” 

It is a fact often remarked that a wide 
gulf separates the practical man of affairs 
from the so-called theoretical man of learn- 
ing. The former scoffs at the latter and in 
return the latter pities the ignorance of the 
former. Whereas there should be the most 
intimate relation between the man who 
knows and the man who does, so that the 
knowledge of the former may be utilized 
in the practical acts of the latter, there has 
generally been too little cooperation for the 
good of either or the people at large. 

In this state of affairs, we have gone on 


. stacking up knowledge on the one hand 


while we have gone on ignoring it on the 
other. Instead of creating knowledge so 
that it might be assimilated by users much 
as food is assimilated in the body, we have 
mentally starved our workers and rendered 
ineffective the work of thinkers. There is 
enough accumulated knowledge of a prac- 
tical sort to revolutionize the world if it 
were put into action. Enough knowledge 
of agriculture is stored up in printed ma- 
terials to make two blades grow where one 
grew before, if it had an effective outlet to 
the man on the farm; the homes of this 
country would be ideal if the practical 
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knowledge—the products of the thinkers— 
could be translated into the household arts; 
industry would proceed upon a more per- 
manent and fundamentally sound basis if 
the managers and men could and would 
utilize the wonderful stores of scientific 
knowledge, which the theoretical men of this 
and past times have been creating; and 
business would not be the uncertain, hap- 
hazard and altogether pessimistic activity of 
man if it were guided by exact data and 
based upon accurate knowledge. 

The problem of the time is to bring the 
so-called “theory” and “practice” together; 
to translate knowledge and information into 


action; and to gather and create knowledge 
for the specific purpose of the practical doer 
of things. 

In the new era of business efficiency, the 
problem is being solved. The storehoures 
of knowledge, information and facts are be- 
ing opened and practical outlets are being 
established connecting to the farm, the 
home, to industry and to business. The 
means by which this is being accomplished 
is through the practical organization of 
specific knowledge for direct and efficient 
service through the medium of the informa- 
tion bureau or special library. 





Handling a Large Circulation in an Office Library 


By Mari Fay Lindholm, Public Service Commission Library, New York City. 





Since the raison d’etre of any collection of 
printed material, particularly in the prac- 
tical sphere in which special libraries flour- 
ish, depends upon the extent to which such 
material is used, it may be of interest to 
read the methods of an office library which 
is so well used that the circulation has al- 
most reached the possible maximum. The 
library referred to is that of the Public 
service commission for the First district, 
New York city. The work of the commis- 
sion consists of regulation of gas, electric 
and transportation companies, and the plan- 
ning of a system of rapid transit subways 
for the city. The commission has 2,000 em- 
ployes, of whom the majority are engineers 
and draftsmen engaged in designing the 
subways, and meeting the many intricate 
engineering problems that arise in connec- 
tion with subway construction. As an aid 
to the work of the Commission, a library 
was established in 1907, which now con- 
tains about 5,000 books and 14,000 file arti- 
cles and pamphlets. Since the general feat- 
ures of the library system have been pre- 
viously described (see Special Libraries, 
Mar., 1910; Engineering Record, June 11, 
1910), no attempt at repetition shall here be 
made. Our intention in this article is to 
present the peculiar features of circulation 
in an office library which serves a large 
number of employees, not only in the main 


office but in outside divisions scattered 
throughout the city. 
Bulletins. 


At the outset, it was realized that the li- 
brary must “go to the employees” through 
messenger service and through weekly bulle- 
tins. Persistent endeavor along this line 
has built up our present circulation. 


The library subscribes to 60 or more peri- 
odicals relating to the Commission’s work. 
These are examined regularly, and articles 
of interest to the employees are indexed and 
included in the bulletins of current refer- 
ences. New books, special reports, pamph- 
lets and other items from many sources are 
also noted. The bulletin is then stencilled 
and distributed to all employees of the com- 
mission. The items desired are checked 
and the bulletins returned to the library, 
where reserve lists are kept and the mater- 
ial is sent to each in turn. At present, we 
are distributing three bulletins weekly, 1,200 
copies beng made. Two of these include 
the current references. The third is an in- 
stallment of a subject catalog of the books 
and the most important pamphlets in the 
library, selected and rearranged from the 
loose-leaf catalog, which is contained in 24 
binders. This series of bulletins was 
started Oct., 1914, and will probably be 
completed in twenty months from that date. 
Each bulletin of current references con- 
tains about twenty items, and each install- 
ment of the subject-catalog about twenty-six 
items. 


Charging Slips and Forms. 


The charging slip used is here reproduced 
(actual size 4 by 5 inches). 

It allows space for many borrowers, and 
also for reserves, which are transferred to 
the borrowers’ column when their name is 
reached. It admits of filing books by 
author, periodicals by title and date, and 
file articles by call number. An identical 
slip of yellow is used for purely reference 
books, such as dictionaries, almanacs, di- 
rectories which it is desirable to have re- 
turned within 24 hours. 
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When charging popular material which 
has appeared on current bulletins, a light 
blue slip is attached to the material. This 
slip bears the borrower’s name and the 
statement “This —— has been requested 
by a number of employees. It may be kept 
3 days only.” The date due is placed be- 
low. In the case of books, the number of 
days is changed to 7 or 14, according to 
the demand. This plan has been found 
very efficacious in promoting promptness in 
return of material. To this end, overdue 
notices are also regularly sent, one form 
stating “please return or renew,” the other 
stating “the following —— is wanted by 
other readers. If you have not finished with 
it, but can spare it for a time, we will re- 
turn it to you later.” 


Reserves. 

Wherever possible, books and periodicals 
are duplicated in accordance with the de- 
mand, as shown by the number of names on 
reserve lists on the charging slips. In send- 
ing material to those on waiting lists, the 
mere order of name on the list is not al- 
ways considered, as many bulletins are 
checked up at one time, but an effort is 
made to distribute material evenly, not giv- 
ing too much new material to any one per- 
son. The position held by the borrower is 
also taken into consideration. 


Rules. 

In general, material for which there is no 
current demand may be kept two weeks 
and renewed as often as necessary. Books 
in demand may be kept two weeks without 
renewal; in exceptional cases, the time 
limit is reduced to one week, at discretion. 
File articles and periodicals in demand may 
be kept three days. No fines are imposed. 
Lost books must be paid for, if the respon- 
sibility of loss can be directly placed upon 
the borrower. 


Traveling Libraries. 


The Traveling libraries department of the 
New York Public library is drawn upon to 


obtain books requested which are not with- 
in the scope of the Commission’s work, or 
which it is not thought necessary to pur- 
chase for the library. 


Delivery of Material in the Main Office. 


The clientage of the library occupies not 
only seven floors in the Tribune building, 
where the main offices of the commission 
are located, but also extends to 45 sub- 
offices scattered throughout Manhattan, 
Brooklyn, the Bronx and Queens, wherever 
the new subway lines are being built. 

The majority of the circulation is handled 
by messenger service. In the Tribune 
building, file articles and periodicals are de- 
livered and returned by the regular mes- 
senger for the secretary’s office. The mat- 
ter is placed in the commission’s transmis- 
sion envelopes, which are large manila en- 
velopes open at the right, and one side of 
which is ruled to allow space for names. 
A regular place is selected on each floor 
or in each bureau for collection of library 
matter. Books, which it is more desirable 
to insure against loss, are delivered per- 
sonally to the borrower by the library’s 
own messenger, the recipient signing a slip 
bearing name of author, title of book and 
date of charge, as a guarantee that he has 
personally received the material. This slip 
is then attached to the regular charging 
slip. 


Delivery of Material to Outside Divisions. 

One or two nearby offices of “outside divi- 
sions” are served by messengers attached 
to those offices. Most of the outside offices, 
however, are now served by the library’s 
own special messenger, who makes daily 
trips to several offices, each trip being ar- 
ranged to cover offices in a particular sec- 
tion of the city. 

This service was recently inaugurated 
with a special order of books to serve the 
outside demand, and a special “outside divi- 
sion bulletin” which was distributed only 
to the outside offices. All bulletins are 
mailed to and from the offices. 
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As an aid in handling the messenger work 
for outside divisions, the receipt slips which 
have been signed by the borrowers are not 
attached to the charging slips, but are kept 
in a separate file, according to the address 
of the particular office at which the material 
is being used at the time. This makes it 
possible to know just what material is at a 
particular office and when it will be due, 
so that overdue material can be called for 
when delivering material at any particular 
office, and re-distributed on the same trip, 
wherever practicable. When material is 
returned, the receipt slip is returned to the 
borrower or destroyed. 

Our messenger service thus. extends 
through four boroughs, from Fordham Road, 
in the borough of the Bronx, twelve miles 
north of the main office, throughout the 
borough of Manhattan, and east to Queens 


Plaza, across the East river; again, crossing 
the East river directly from the office, the 
Brooklyn offices are visited by our messen- 
ger in a southerly line as far as Bay Ridge, 
5% miles south of the main office. 


Statistics. 


The year 1914 has been the busiest year 
in the history of the library, the circulation 
having increased 53% and the reference use 
90%. The combined circulation and refer- 
ence use for 1913 was 15,322; that for 1914 
was 23,561, a record which well attests the 
value of the library as an adjunct to the 
work of the commission. 

Since the messenger service to outside di- 
visions did not commence until Jan., 1915, 
we expect still greater results during this 
year as the fruit of our policy of “bringing 
the library to our community.” 
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through uniformity in municipal statistics. 
Canadian municipal journal, Oct. 1908, vy. 
4: 453-455. HD4421.C3,v.4 
Wilcox, Delos F. Great cities in America; 
their problems and their government. 
New York, The Macmillan company, 1910. 
426 p. (The citizen’s library of economics, 
politics, and sociology.) 
See index under Accounts. JS331.W54 
Williams, W. M. Municipal accounting ana 
auditing. American city, Nov. 1909, v. 1: 
106-108. HT101.A5,v.1 
Williamson, Charles C. The finances of 
Cleveland. New York, The Columbia uni- 
versity press, the Macmillan company, 
agents, 1907. 266 p. (Studies in history, 
economics and public law, ed. by the Fac- 
ulty of political science of Columbia uni- 
versity, v. 25, no. 3.) 
See index under Accounts. 
i1J9298.06W6 
Willoughby, W. F. The correlation of finan- 
cial and physical statistics of cities. (In 
National municipal league. Proceedings, 
1910. p. 203-213.) JS302.N48 1910 
Wilmot, H. W. Municipal accounting re- 
form, as illustrated in the city of Minne- 
apolis, Minnesota. (In American society 
of municipal improvements. Proceedings, 
1905. Milwaukee, 1905. p. 45-53.) 
TD223.A7 1905 
The municipal balance sheet. (In 
International congress of public account- 
ants, Ist, St. Louis, 1904. Official record 
of the proceedings of the Congress of ac- 
countants. 2d ed. New York, 1904. p. 49- 
60.) HF5603. 1904 
Wisccnsin. Tax commission. Biennial re- 
port, 1912. Madison, Wis., 1912. 167 p. 
Uniform municipal accounting: p. 64-68. 
. HJ11.W65 1912 
Woodruff, Clinton R. Municipal review, 
1908-1909. American journal of sociology, 
Jan. 1910, v. 15: 502-535. HM1.A7,v.15 
Uniform municipal accounting and 
reporting. Government accountant, Feb. 
1908, v. 1: 468-480. HJ9701.G7,v.1 
List of papers relating to uniform mu- 
nicipal accounting and statistics to be 
found in the Proceedings of the National 
municipal league, 1896-1904: p. 478-480. 








*Items starred not at present in the Library 
of Congress. 





LIBRARY ADVISER IN THE ORGANIZA- 
TION AND DEVELOPMENT OF 
SPECIAL LIBRARIES. 


Guy E. Marion, secretary-treasurer of the 
Special libraries association, has severed 
his connection with Arthur D. Little, Inc., 
the well-known concern of chemists, engi- 
neers and managers of 93 Broad Street, Bos- 
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ton, Mass., where he has been located for 
the last five years in charge of their In- 
formation department. 

Mr. Marion leaves with the best wishes 
of his former employers, and will devote 
himself to the organization and develop- 
ment of Special libraries, or Information de- 
partments, in business houses, industrial 
plants, etc. 

Formerly Mr. Marion was with the Amer- 
ican brass company of Waterbury, Conn., 
as head of their Information bureau. For 
several months previous to February, 1905, 
the matter of starting such a Bureau had 
been under discussion by the officials of the 
company, and Mr. Marion was engaged to 
carry out the special investigations leading 
up to the real work of its establishment. 


The “Library department,” as it became 
known, was opened in 1905, Mr. Marion re- 
maining with the company until the sum- 
mer of 1909. 

This was one of the pioneer special li- 
braries devoted to the interests of a large 
industrial plant in America. The General 
electric co. has maintained a library for 
many years at Schenectady; the Dodge mfg. 
co. of Mishawaka, Indiana, has a library of 
more recent beginning. Among the many 
others might be mentioned the following 
large companies,—B. F. Goodrich co. of 
Akron, Ohio, National carbon co. of Cleve- 
land, Ohio, Plymouth cordage co., Plymouth, 
Mass., Solvay process co. of Niagara Falls, 
N. Y., Studebaker corporation, South Bend, 





Bibliographies 





City planning: 

A Classified selected list of references 
en city planning, by Theodora Kimball, 
Librarian, School of landscape architec- 
ture, Harvard university, has been issued 
by the National conference on city plan- 
ning. The references are arranged ac- 
cording to the system contained in City 
planning; a comprehensive analysis, pub- 
lished in 1913, and prepared by Miss Kim- 
ball in collaboration with Professor James 
Sturges Pray of the Harvard School of 
landscape architecture. 47p. 1915. 


Commercial clubs. 


The Proceedings of the Central associa- 
tion of commercial secretaries for 1913 
(Secy-Treas., J. D. Biggers, Toledo Com- 
merce club) contains a List of readings 
for commercial secretaries, prepared by 
P. T. Cherington, of Harvard university, 
from reading lists for the Harvard course 
for training commercial secretaries. 2p. 


Constitution. 

A General bibliography, at the close, 
and shorter lists appearing at the end of 
various chapters, comprise the bibli- 
ographical material in James Quayle 
Dealey’s recently published Growth of 
American state constitutions. 1915. 


Drainage. 

John R. Haswell, in his Land drainage 
in Maryland, Bul. no. 186 of the Maryland 
Agricultural experiment station, lists the 
best books and bulletins on drainage. 
p.102-3. Oct., 1914. 


Emergency relief. 


The Russell Sage foundation library Is- 
sued as its Bul. no. 8, Dec., 1914, a selected 
bibliography on Emergency relief, covering 
relief in periods of war and industrial de- 
pression and relief in disaster. 3p. 


European war. 


A complete list of the season’s war 
books which was published in part on Nov. 
29, appears in the New York Times Re- 
view of books, April 18, 1915. The 172 
titles listed are classified for the most part 
under country. p.145-7. 


Initiative and referendum. 


The Notes and references which supple- 
ment J. Van der Zee’s Direct legislation 
in Iowa, published as no. 4, v. 2, of the 
Iowa applied history series, constitutes a 
bibliography on the subject of the study. 
p.63-71. 


Intoxicating liquors. 


The Yearbook of the United States 
brewers’ association for 1914 devotes a 
chapter to “New publications on the drink 
question.” p.233-47. 


Italians in the U. S. 


Ina TenEyck Firkins, Reference li- 
brarian of the University of Minnesota, 
has compiled a list on Italians in the 
United States, which may be found in the 
Bulletin of bibliography, Jan., 1915. p.129- 
132. 
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Jewelry. 

A List of books and articles on hand- 
wrought jewelry, compiled by E. A. Gun- 
delach, is published in the St. Louis Public 
Library Bulletin, Oct., 1914. p.289-290. 


Municipalities—City manager. 

Harry Aubrey Toulmin, jr., is the author 
of a new book in the National municipal 
league series, entitled The city manager, 
a new profession, which includes as Ap- 
pendix E, 10 pages of bibliography on the 
subject. p.289-298. 1915. 


Municipalities—Commission-manager govern- 
ment. 

An Annotated list of material in the 
California State library on city manager 
and commission-manager forms of munici- 
pal government is printed in News notes 
of California libraries, Jan., 1915. A list 
of cities having city managers at the date 
of compilation is included, and the list is 
subdivided under General, Training, Char- 
ters and under individual cities and Ger- 
many. p.7-14. 


Officers—Removal. 

The Notes and references grouped to- 
gether at the close of C. K. Patton’s Re- 
moval of public officials in Iowa, pub- 
lished as no. 7, v. 2, of the Iowa applied 
history series, form a reading list on the 
topic discussed. p.59-62. 


Police. 

Raymond B. Fosdick’s European police 
systems, the latest publication from the 
Bureau of social bygiene, contains a bibli- 
ography. p.409-20. 1915. 


Primary elections. 
A bibliography concludes the thesis of 
N. H. Debel on The direct primary in 
Nebraska, presented to the faculty of the 
University of Nebraska and published by 


the University and the Nebraska Legisla- 
tive reference bureau as Bul. no. 7 in the 
Nebraska history and political science se- 
ries. p.109-12. Nov., 1914. 


Rural life. 


A selected bibliography on rural social 
science has been issued by the Massachu- 
setts agricultural college through its Divi- 
sion of rural social science in response to 
frequent requests for information as to 
helpful literature on various aspects of 
rural life. The bibliography may be had 
free upon request to Pres. Kenyon L. But- 
terfield, Amherst, Mass. llp. 1911. Li- 
brary leaflets, published by the College, 
contains supplementary lists on Books for 
tree wardens, Rural civic improvement, 
Books for the amateur flower gardener, 
Farmer’s co-operative associations, Mar- 
keting farm products, Farm and garden 
papers. 


Social centers. 


A 1915 reprint of the University of 
South Carolina Bulletin for Oct., 1913, 
The school as a social center, by G. H. 
Edwards, jr., contains a_ bibliography, 
p.57-78, which is not, however, brought 
up to date. 


Tax commissions. 


The fourth edition of Essays in taxa- 
tion, by Edwin R. A. Seligman, revised 
and enlarged, contains a Bibliography of 
reports on special commissions on taxa- 
tion. p.676-682. 1913. 


Vocational education. 


A list of helpful publications concern- 
ing vocational instruction, prepared by L. 
A. Wilson, Specialist in industria’ schools 
of the Division of vocationa! schools ot 
New York state, is issued as no. 569 of 
the Bulletin of the University of New 
York. 41p. June 15, 1914. 





























Publishers’ Remainders and Book Bargains 





PHILOSOPHY 


There are two prices attached to each title. 


The higher price is the publisher's list price. 


Our special price is in blackface type. 


*ETHICS OF WAGNERS’ RING OF THE NIBELUNG, THE. Mary Evizasetn Lewis. 
ideals of conduct set forth in the lyrical dramas of Richard 


A study of the 


ard Wagner. The book constructs, from an ana 


of the words and deeds of the gods and heroes who play wna aaeeast> in - = trilogy, a coment “o 


system. l2mo. 192 pp. (Putnam) Net $1. 


KANT AND SPENCER. BorpDEN PARKER BROWNE. 


This work does not aim to be an exhaustive treatise 


on Kant and Spencer, but rather a critical exposition from the standpoint of the author's own system of 


philosophy. 


published as left by him at the time of his death. 8vo. 


Essays on securing Raowlqen. The author here discusses Sin and 
12mo. 264 p; 


STEPS OF LIFE, THE. Cart Hi ry. 
Sorrow; Culture; Transcendental Hope; etc. 


It is based upon lectures given during many ig by P. 


rofesser Browne e his a and is 
440 pp. (Houghton) Net $3.00 . $1.75 


(Macmillan) Net $1.25 . . . $0.25 


When ordering mention this advertisement, otherwise these books may 
be billed at regular prices 





HE above books on poet are taken from our New Clearance Catalogue. This catalogue 
1 


contains over 750 titles of pub 


described. 


dealers in the books of all publishers, you will surely find some you will want. 


you a copy of the Clearance Catalogue? 


ishers’ remainders and book bargains, and every title is briefly 
In so great a number of books, taken from the overstock of the largest wholesale 


hall we send 


THE BAKER & TAYLOR COMPANY 


Wholesale Dealers in Books 


33-37 East 17th Street 


NEW YORK CITY 


Union Square North 








Dog Eared Pamphlets 


are unknown when your limp covered | 
publications are placed in our pamph- | 


let binders. Used and recognized as 
standard by all prominent librarians. 
Free samples sent upon request. 


GAYLORD BROS. 


SYRACUSE, N. Y 


| 


| 





To Special Libraries 





Subscribers: 





The Secretary is considering the 


| advisability of having No. 1 of Vol. 1 


of ‘Special Libraries” planographed, 
provided there were sufficient members 
who would find it worth while to pur- 


| chase this for the completion of their 


sets. We can obtain fifty copies by 
this process. Will all members desiring 
a copy please notify the Secretary at 
once? If sufficient replies are received, 
copies will be made. Retail price 50 
cents each. 











